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CIVILIAN INBOX  

 

A. How to set up a default folder view for the Civilian Inbox 

STEP ACTION 
 

1 
 
From the Navigation List – Click on Civilian Inbox →  <Open>. 

     

 
2 
 
 
 

 
The Notifications Summary Window displays, click on the folder icon in the upper left 
hand corner of the screen.  This will pop up a menu of public folders to choose from.  
For this example, select “STAT-RPT-NEW”.  Click <OK>. 
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From the Main Menu Bar, click on the word Folder.  This generates a drop down menu, 
click Save As. 

 

 
4 
 

 
The Save Folder Window displays.  Click in the box   Open as Default. 
Click <OK>. 
 

 

 

5 
 
The Civilian Inbox will now automatically open displaying the STAT-RPT-NEW folder. 
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CIVILIAN INBOX  

 

B. How to Export the Civilian Inbox 

The InBox Export feature in DCPDS creates an extract of all the data in a view of the Civilian InBox.  
This extract can be formatted in Excel and then used to manage workload on a daily basis.  
Additionally, due to the functionality of the Excel program the data that is extracted can be sorted 
and saved, as well as split into different reports. 
 
EXAMPLES:   
• Processing:  Can be used to manage the workload in the WGIBUDDY-Suspense Actions box; a 

designated user can export the data and then sort it by organization and then distribute to other 
processors. 

• Staffing:  Can be used to export the daily workload information for reporting purposes. 
• Supervisors:  Can export inboxes of employees to facilitate workload management. 
 

STEP ACTION 
 
1 

 
From the Navigation List – Click on Civilian Inbox →  <Open>. 

     

 
2 

 
The Notifications Summary Window displays.  From the Main Menu Bar, select File, 
then Export. 
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3 

 
The file will start Exporting automatically. 
 

 

 
4 

 
Once completed, the web browser is launched and the File Download Window 
displays.  Select Save this file to disk, then click <OK>. 
 

 

 
5 

 

 
The SaveAs Window displays.  Select the directory where you want to save the file.  
You will also want to type in the File Name with a .tsv extension  Click <Save>. 
 
Note:  Extension “.tsv” (Tab Separated Values)  This is a very simple textual data 
format. 
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6 

 
Upon completion, the Download Complete Window displays.  Select one of the three 
buttons at the bottom of the window. 
 
• Click <Close>  to close the window;  OR 
 

 

 
7 

 
• Click <Open> to view the downloaded file in Notepad;  OR 
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• Click <Open Folder> to open the folder where you downloaded the file. 
 

 

 

9 
 
To open the file that was created: 

• Get into the program where you would like to open the file (Excel, Word etc.) 

• Click on Open, locate your file, select it, then click on <Open>. 

• If opening in Excel a Text Import Wizard will display. 

1. Choose the file type “Delimited”, click <Next>. 

2. Choose “Tab” Delimiter, click <Next>. 

3. You may change the column data formats or leave them as general. 

4. Click <Finish>.  The file will display in Excel. 
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C. How to Print from the Civilian Inbox 

Step Action 
 
1 

 
From the Navigation List – Click on Civilian Inbox →  <Open>. 

     

 
2 

 
The Notifications Summary Window displays.  Highlight the action you wish to print 
and click on <Respond>. 
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3 

 

The RPA or NPA will be displayed.  Click the Printer icon  on the Tool Bar.  The 
Printing Window displays.  Click in the Printer field. 
 

  

 
4 

 
The Printer Window displays.  Select the appropriate printer and click <OK>. 
 

     

 
5 

 
The Printer field is supplied with the printer you selected.  Click <OK> to print. 
 

 
 

 
6 

 
The Note Window displays.  Note the Request ID and click <OK>. 
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Viewing a Report: 
 

STEP ACTION 

 
7 

 
From the Navigation List – Click on Processes and Reports →  View Reports →  <Open>. 
 

 

 
8 
 

 
The Find Requests Window displays.  Click <Find>. 
 

 



May 2003 

Job Aid #18-04 – Civilian Inbox 
 

- 10 - 

 
9 
 

 
The Requests Window displays.   Click on the Request ID you would like to view. 

Click <View Output>. 

 

 
10 

 
The File Download Window displays.  Select “Open this file from its current location”. 

Click <OK>. 
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The Ghostview document displays: 
 

   
 

 
12 

 
 
You can print from here as well.  Click on File → Print 
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The Printer Setup Window displays.  Select the appropriate printer and click <Ok>. 
 

 

 
14 

 
 
Click File → Exit when you finish your review and/or printing. 

 


